
 
SATERN Administrator Job Aid

Curriculum/Assignment Profiles
 
Add Curriculum 
 
Tasks 
A. Add a Curriculum/Summary Tab 
B. Add Items to the Curriculum 
C. Edit Item settings within a Curriculum 
 
Task A: Add a Curriculum/Summary Tab 

1. Click Learning > 
Curricula.  

2. Click the Add New 
link. 

 

3. Enter/select all 
required information. 

 Curriculum ID (CENTER-UPPER CASE 
ALPHA/NUMERIC CHARACTERS) 

 Title (ALL UPPER CASE ALPHA/NUMERIC 
CHARACTERS) 

 Creation Date 
 Domain ID 
 Basis Date (Defaults to global NASA setting) 
 Description (Sentence Case) 

4. Click the Add button. 
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Task A: Add a Curriculum/Summary Tab (continued) 
 

5. The entered 
information displays 
on the Summary tab. 

 

6. If edits to data are 
made on the 
Summary tab, click 
Apply Changes 
before leaving the 
screen to save the 
changes. 
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Task B: Add Items to the Curriculum 
 

1. Click the Items tab. 

 

2. Enter an Item Type and 
Item ID. 

Note:  If you do not know 
the ID, use the add one 
or more from list link to 
conduct a search and 
select the ID from a list. 

3. Click the Add button. 
 

4. The Item displays in the 
Update section. 
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Task C: Edit Item Settings within a Curriculum 

 

1. Click the Edit link next 
to the Item to be 
modified. 

 

2. Review the defaults 
brought over from the 
Item record. 

 

3. Enter the 
Assignment/Retraining 
information. 

See the “Period-Based 
Assignment of Items” 
section starting on Pg. 
21 for information 
regarding Initial 
Assignments, 
Retraining Periods, 
and Event vs. 
Calendar Based 
assignments. 

Note:  If entering a 
Retraining Period, the 
item will remain on the 
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Learner’s Learning 
Plan with a new 
Required Date after 
they complete it.   

4. Click the Apply 
Changes button.  

 
  

 
 
Create an Assignment Profile 
 
Tasks 
A. Add an Assignment Profile 
B. Select the Domain  
C. Select the Learner Attributes 
D. Add the Curriculum to the Assignment Profile 
E. Preview Learners and Propagate the Profile 
 
Task A:  Add an Assignment Profile: 
 

1. Click References > 
Assignment Profiles.  

2. Click the Add New 
link. 

 

 Assignment Profile ID (CENTER-UPPER CASE 
ALPHA/NUMERIC CHARACTERS) 

3.  Enter/select all    
required information, 
and click the Add 
button. 

 

 Domain ID 
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Task B:  Select the Domain 

 
 
1. Click the Domains 

tab.  

2. Enter the Domain ID. 
Note:  If you do not 
know the ID, use the 
add one or more from 
list link to conduct a 
search and select the ID 
from a list. 

3. Click the Add button. 
 

4. Select Include Sub-
Domains (if applicable) 
and click Apply 
Changes. 
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Task C:  Select the Learner Attributes 
 
1. Click the Attributes 

tab. 

 

2. Enter the Group 
number and select the 
Attribute.  Click the 
Add button.    

3. Click Values.    

4. Select the values, and 
click the Add button.      
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5. You may add multiple 
attributes to the 
profile.  To set up an 
“And” relationship, use 
the same Group 
Number for each 
attribute.  To set up an 
“Or” relationship, use 
a different Group 
Number for each 
attribute.  If you use a 
different Group 
Number for each 
attribute, Learners 
must meet the 
requirements of any 
one group in order to 
be included in the 
assignments of this 
profile.  If you use the 
same Group Number 
for each attribute, the 
Learner must meet all 
of the attributes to be 
included in the 
assignments of the 
profile.         

 

 
Task D:  Add the Curriculum to the Profile.   
 

1. Click the Curricula 
tab.         

 

2. Type the Curriculum 
ID, and click the Add 
button.  You may also 
add a Curriculum from 
the list.          

Note:  The 
Assignment Profile will 
use the initial 
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assignment and 
retraining periods 
associated with the 
Curriculum ID.  If you 
wish to set up a 
different profile using 
the same Curriculum 
(items) with different 
assignment 
information, you must 
create a new 
Curriculum and a new 
Assignment Profile.      

Task E:  Preview Learners and Propagate the Profile 
 

1. Click the Domains 
tab, and click the 
Assignment Profile 
Learner Preview to 
see the Learners that 
match the profile.         
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2. The list of Learners 
appears.  Click Close 
Window.   

 

3. Click Propagate 
Assignment Profile.  

Note:  If this 
assignment affects 
more than 500 
Learners, you must 
schedule the 
assignment as a 
Background Job.    
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4. To Schedule a 
Background Job, you 
must schedule the job 
to run during the 
available timeslots.   

(12:00 AM -  5:00 AM 
EST are the 
acceptable timeslots 
M - F)    

5. You should receive 
the Background Job 
ID, and SATERN will 
email you after the job 
is complete.  

Note:  Once an 
Assignment Profile is 
in use, it cannot be 
deleted.    
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Adding Items to a Curriculum that has been Assigned 
 
Tasks 
 

A. Add the Initial Assignment/Retraining period in the Item 
B. Add the item to the Curriculum   

 
Task A:  Add the Initial Assignment/Retraining period in the Item 
 
 

1. Click Learning>Items.  
Search for the Item 
you are adding to the 
Curriculum. 

 

2. Click Edit.   
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3. Click the Design Data 
tab.   

 

4. Enter the Initial 
Assignment/Retraining 
Information, and 
Apply Changes.    

See the “Period-Based 
Assignment of Items 
Job Aid” for 
information regarding 
Initial Assignments, 
Retraining Periods, 
and Event vs. 
Calendar Based 
assignments.  

Note:  If entering a 
Retraining Period, the 
item will remain on the 
Learner’s Learning 
Plan with a new 
Required Date after 
they complete it.   
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Task B:  Add the item to the Curriculum       
 

1. Click 
Learning>Curricula.  
Type the Curriculum 
ID, and Search.  

 

2. Click Edit.  

 

3. Click the Items tab.  
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4. Select the Item Type, 
Type the Item ID, 
and click Add.  

Note:  By adding this 
Item to the 
Curriculum, you are 
adding the item to 
the Learning Plans of 
everyone assigned 
this Curriculum ID.  
The initial 
assignment and 
retraining period will 
carry over from the 
Design Data tab in 
the Item record.      

5. If the assignment 
affects too many 
Learner records 
(>500), you must 
schedule a 
background job.  The 
new item will not 
appear in the 
Curriculum record 
until the background 
job has run, and you 
will not have the 
option to change the 
initial assignment or 
retraining period until 
the background job 
has run.    
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Task A:  Changing Required Dates for Items within a Curriculum 
 
 

1. Click 
Tools>Required 
Dates Assistant.  

2. Add Learners, and 
click Next.  

 

Changing Curriculum Required Dates with the Required Dates Assistant 
 
Tasks 
 

A.  Changing Required Dates for Items within a Curriculum  
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3. Type the Curriculum 
ID, and click Add.  
Click Next.      

 

4. Click Next at the 
“Add Items” step.   

Note:  This step is 
only used if you 
were changing 
Required Dates for 
free-floating items 
that you have 
assigned.          

 

5. Enter the new 
Required Dates for 
each item within the 
Curriculum, and 
click Finish.   

Note:  If you are 
affecting too many 
records (>500), you 
must schedule a 
background job.   
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1. Click Learner 

Management> 

Learner Needs 
Management.  

2. Click the Remove 
Curricula radio 
button and Next.    

 

Removing Curriculum Using Learner Needs Management 
 
Tasks 
 

A.  Remove Curriculum with Learner Needs Management  
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3. Add Learners from 
which you want to 
remove the 
Curriculum.  Click 
Next.   

 

4. Type the Curriculum 
ID, and click Add.     
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5. Click Run Job 
Now.   

 

Note:  If you are 
affecting too many 
records (>500), you 
must schedule a 
background job.   

 

6. If you are able to 
run the job 
immediately, you 
will receive 
confirmation.     

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

      Page 20 of 24 
               SATERN LMS 



 
SATERN Administrator Job Aid

Curriculum/Assignment Profiles
 
Period Based Assignment of Items 
Using Period-Based Item Assignments, you can schedule items and create required dates and 
expiration dates for a particular time period. Period-Based Assignment of Items requires that 
assigned learners complete the item over a specified period of time. Valid periods are Days, Weeks, 
Months, Quarters, and Years. 
To access Period-Based Assignment of Items, navigate Learning>Items and click the Design Data 
tab. 
Concepts Used in Period-Based  Item Assignments 
 There are three concepts used in Period Based Item Assignments: Basis, Periods, and Numbers. 
Basis   
Curriculum items can be set up based on two models: Event Based and Calendar based.   

• The Event Based model uses the last notable event to define when the item will need to be 
completed.  The notable event will be either the last completion, the last successful 
completion, or the assignment of the item.   

• The Calendar Based model uses a specific date to start defining time periods that specify 
when the item should be successfully completed.  The basis date (defined per curriculum) 
defines the beginning point of the time-periods.  The time-periods themselves are built using 
either the initial assignment information, or the retraining assignment information.  Once the 
item is completed, it is not due again until the end of the next period.  This allows the 
assignment of learning that is due once a quarter, or once a year, but allows the learner to 
complete it at any time during the quarter or year. 

Periods 
The period defines how the item due dates are scheduled within the chosen time frame. 

• The Days period counts the number of days until the item is due and also indicates successive 
due dates. This does not discount any days like weekends or holidays, but simply counts the 
number of days until the item is again required. 

• The Weeks period is similar to Days, except that one week is equal to seven days. So if the 
assignment is on a Tuesday, and the requirement is due in one week, the required date is 
seven days later, again on a Tuesday. 

• Months count the number of months and assign the learning on the last day of the months 
selected.  So if something is due in 6 months, then it is due at the end the sixth month. 

• When you use the Quarters period, the item is due for completion by the last day of the 
quarter. In other words, it is due by the last day of the third month of the quarter. 

• Years work like months, because the learning is due at the end of a year after all computations 
are done. 

Initial Numbers   
TheInitial Number is the last part of the training requirement calculation. It is the number of periods 
necessary to determine when the learning is due. For example, if you are using the Month period and 
your Initial Number is 2,  the learner is required to complete the item by the end of every two month 
period. 
The number is an integer that is greater than zero. 
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Examples 
Period based item assignments can be event based or calendar based. 
Assignment Date: This is the date that the item is assigned to the learner. 
Required Date: The date that the item is to be completed. 
Example One: 
- Event Based 
- Initial Period: Days 
- Initial Number: 30 Days. 
The initial period is Days and the initial number is 30 days. Therefore, learners must complete the 
item within 30 days of the assignment date. 

 
  
Example Two 
- Event Based 
- Initial Period: One Month 
- Initial Number: 1 
In this example, the learners must complete the item by the end of the month following the 
assignment date. 
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Example Three 
- Event Based 
- Retraining Period: Days 
- Retraining Number: 365 
In this graph, the learner must be complete the item for retraining within 365 days after the completion 
date. 

 
  
Example Four 
- Event Based 
- Retraining Period: Months 
- Retraining Period: 12 
In this example, learners must complete retraining of the item at the end of the twelfth month following 
the completion date. 
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Example Five 
- Calendar Based 
- Basis Date: January 1, 2005    
- Initial Period: Months   
- Initial Number: 2 
In this Calendar Based example, the learner is required to complete the item by the end of every two 
month period. 

 
  
Example Six 
- Calendar Based 
- Basis Date: January 1, 2005    
- Initial Period: Years 
- Initial Number: 3 
In this Calendar Based example, the learner is required to complete the item by the end of every 
three year period. 
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